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BECP Training History

• Stand-up
• Videotapes
• Satellite broadcasts
• Computer-based (CDs)

• Stand-up
• Webcasts
• Self-paced
• Online videos



Webcasts

• Pros
• Reach a larger audience
• Lower cost per student
• Travel/availability

• Cons
• Rely on service provider
• Technical issues
• Not great for “Hands-on” activities



Webcasts - Things to Consider

• Date/Time of Event
• Material Preparation
• Announcement
• Registration
• Issues Prior to Event
• Issues During Event
• Follow-Up



Date/Time of Event (A)

• When
• Who



Date/Time of Event (B)

• Time zones 
• Other events



Material Preparation (A)

• Length of material
• Material approved by others
• Format



Material Preparation (B)

• Responsible?
• Due date?
• Web service provider?



Announcement – Website (A)

Date/Time:  Important to 
give different time zones

Make presentation 
available ahead of 

time



Announcement Website (A) 



Announcement – Website (B)

• Information layout
• CEUs



Announcement – Email (A)



Announcement – Email (B)

• Forward email to a friend
• Forward certain details (but not entire email)
• Registration?



Registration (A)



Registration (B)

• Confirmation? 
• Read it? 
• Presentation copies?
• Multiple viewers at one site?
• Registration required?
• Attendee limit?



Registration - Reminder

Send a Reminder Two Days Prior 
to Event



Registration – Reminder (B)

• Phone AND computer?
• Presentation copies?



Event

• Call in early
• Log in early
• “No show” rates



Event (B)

• Log in
• Have trouble 
• Presentation copies?
• Logistics of handling questions
• Unanswered questions?
• Evaluation/feedback from attendees



Follow-Up

• Answer all questions not answered “live”
• Provide statistics on attendance, etc.
• Evaluate the evaluations



Thank You Page

Allows participants to:

• Complete Evaluation Form

• Take Test

• Print a Certificate



Thank You Page (B)

• Evaluation?
• Test?

• AIA?
• Other?

• Certificate?



Evaluation Form

Overall Rating

Ease of Access

Overall Effectiveness of Presenter

Participate Again?

State

BECP Products

Additional Topics

Other Comments



Evaluation Form (B)

• Why?
• Gripes
• Suggestions



Test

Software 
grades the 
test and 
“logs” results



Test (B)

• Why?
• Who?
• How?



Certificate

Allows participants to 
generate/print their own 
certificates



Certificate (B)

• How?
• What do I do with it?
• Doesn’t work



Self-Paced

• Schedules/availability
• Information links, etc.
• Instructor accessibility



Self-Paced – Things to Consider

• Topic
• Length
• Tool to use
• Questions

• Technical
• Logistical

• Records?





Online Videos

• Schedules/availability
• Refresher
• Own pace (rewind, etc.)



Online Videos – Things to Consider

• Format
• Access
• Downloadable or streaming
• Server load
• Additional resources



Respond to all unanswered questionsAfter

How will attendees obtain a certificate of completion (watch costs with this; can be costly with a big event)

Send (or direct folks to) evaluation formAfter

Obtain actual attendance listAfter

On broadcast computer:  open software needed during broadcast and close all unneeded software (including email 
and anything else that sends notifications)

1 hour

Conduct dry run1-2 days

Prepare “loop” presentation – loops during 15-30 minutes prior to event – has instructions for participation during 
webcast (can’t be used for log-in instructions because they’re already logged in)

2-3 days

Send instructions with a pdf (or link to pdf) of presentation – useful for participants to take notes2-3 days

Obtain presentation from speaker(s)1-2 wks

Create evaluation form (ease of log-in, future topics)1-2 wks

Prepare instructional materials (log in/call in information; helpful hints for using webcast service3-4 wks

Monitor registrationOngoing

Marketing [announcement email blast (use electronic medium to advertise webcasts); determine target audience 
query; have registration system set up; have plan to handle group sites]

4 wks

Make sure technical assistance is available for event date4-6 wks

Reserve webcast service for event and a dry run session4-6 wks

Notify internal organization and set a location for them to view webcast (so they don’t take up your “slots”)4 wks

Secure speakers6 wks

Identify topic and set date6 wks

ActivityTiming

Schedule of Webcast Activities

Suggestions:
• Have someone available to help speaker(s) with questions
• If doing several webcasts – keep a simple summary spreadsheet with event title, date, # of attendees, and any other pertinent    

information you may be asked for later.


